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Forns Mamapgewsent Branch Repord
for
Fiscal Year 1961

Gerwral Stetistical Pato

{1} Cozpleted 1063 forms analysis projects resulting in Sevelopwent
of 145 mev forus; improvenment of 206 old forma nnd the oritical

(2)

review of 712 reprints vrequests. These sctions lesd 4o the
rinting of over 33 willion ferm coples.

One hundred and seventy-one forus were wmede cbsolete. As of
@mxyﬁlmmmﬁm{wﬁwmm&m

nt Forms) in use in CIA,

Tangible Dollar Bepefits

The follow
from the 1,

taken toc much time %o coupute.

(1)

(2)
(3)
(&)

(5)
(6)

N
(8)

{s)

Redueeld the size of a Project Control Resord,

Redueed copy distribution of FPorm Indices 500 .
nted ereation of new Doement Cowbrol Record 300,

Toproved the Master Immunization Record and related

filing system %,380,

Eliminated PRI} logging of OCR dissesinated material 4,580,

Converted warehouse stoek of 106,000 sets of IX

series forme from dusl offest msters to 212,%6

single sesters, thus preventing wastage of 106,000

masters end re~procurenent of 5 1ike amount of cut

masters 7,520,

Prevented unnecessary retypes by prescribing use of

Columbis M50 Mylar typewriter ribbons in OCR 6,000,

Eliminnted unused pinfeed feature of Bateh Mut; reduced

quantity ordered; rejected exeessive bid, them rebid 13,730.

Changed personnel action forms snd systeus for coms
mm} {oF and Commuter Personnel share cvedit
23,080,

e
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are representotive of the tangible benefita multm
63 fovma amalysis projecte and cther visesllaneous Branch

projects. lany benefits not 2oaputed sre intangible or would wve
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M&Wtﬁmwﬁemﬁmmmzw
mmmstmm 88 facilitien
vere deemed to be aliequate, cheaper amd wore seoure.

A CIA Forus Momagement Hendbook was written,

A proesliore %ﬁmmmwmm‘

By CIA™ was developed and publighed,
sma,kmmxmxmtm&mm.

Wum%uﬁmwmwmmm
mmzmmw Testing wos conpleted but

: m}wﬁmafﬂnﬁ:mmtmﬁaﬂmﬁam&mm
ammm-wrm (W}i&mﬁ

compended Lo United States Intelligence Board Committes On
mm:n mane
h ation check forms used iz the Govern-

Started s Forms Suevey in ID/p.
asted s 3 Burvey /P. Imclufed among accomplishe

-« Briefed wgmwm*gm.m&wmmm

Developed & "Versi-Tray* wvhich be used mm
storags box andfor a M desk w“ cended
that Offies of Loglstics procure n,mwmwua
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SECRET

mmmmwmm.mwamm ateh
Porms by requiring the field to use thes until stocks
exhausted. 6,000,

Coebined two Intelligence Exchange Forms 1,500,

Rewoved 23,000 fuulty CIA Information Report Master
an eatimated 11,500 wsuitable masters and wmecessary
reproduction of 5,750 of these faulty masters.

Total estinated savings. 12,000,

Discontimwed use of 10,000 emvelopes for dispemina
of C8 Reports ’ fo disaom e o,

for faulty forws. the 4 13,950,

{™is does not imclude time seved Flexowriters
and costs of handling, ﬁipm,ﬁ‘:d
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